OPTIONAL FORM NO. 10
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UNITED STATES GOVERI s ,

Memora ndum Fafast i sakicr #OR OPTIGNAL FUBN 10
TO D Type vom Addresses’s Titis Bere ‘ DATE: yge Hilitary Date
in izmivisl Caps Styie
- .o {Omit the date whenever the
FROM | Sy wwe caguer s Tills Here Aictator 18 ot the signer. )

in Initial Caps

SUBJECT: iyps the Subject Title Heve
in Initial Caps

b spaces

1. On the Optionsl Form 10 the margin is set two spaces to the right
of the eclons in the heading; the left margin set at approximately 12 and
the right margin at 84, uurmmmsumummam
sndindentﬁnwelrormhmph. ¥hen the text ocomsists of fewer

than eight lines, use double spacing, but pever doudble space when the memo
mtvr:ormpsm Succeeding pages are typed on p paper.

2, Carbon coples are prepared as follows:

VWhite letterex Yeilow Letterex
Courtasy Copy Official Copy
Information Copy
B8igner’'s Copy

A chronological file copy, if kept by your office, is filed Yy date.

3. The distribution of the original end the cardbon copies and also
the identifying line may be typed on the Optional Form 10 itself. This
information is ALWAYS typed on the signer's copy and the official copy.

5 spaces

Signer’s Heme at 50
fIm.tial cape optional)

At
Type s brief description of the
sitachment on original and coples.
Meatribution:
Qr1g1 - Addressee {with act}
1 - Signer's copy ?vith ut-:g
1 - Officizl ecopy (with ast

4FC/ DIV/ BR/GECT: Dictator: typist/extension (date of dictation }
ANEEOTRASEV AR Akl
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ST ONNPRCPRE SRR WY

PROBLINM X
Bafore typing, sdjust the margins on your typewriter as needed.

10: Chief, Placement Division
Office of Personnel

FROM: Chief, Recruitment Division
Office of Personnel

SURYECT: Interagency Correspondence Standards

L. This Agency is contributing suggestions for the develapment
of interagency correspondence standards in cooperation with the
General Services Administration.

2. The attached list summarizes the corresporndence procedures
used and the problams encountered in the Recruitwent Division.

premazor: I OlAD3D qu Chief, Clerical Staffing Branch,
Pecruitment ion, Office of Personnel, ext. 2524,

FOIAb3b
I te11s you to prepare the official copy
and a courtesy copy. She tells you that you may show
the distribution and the identifying line on both,

siamgr:  FOlAb3h [ -« 1o:s bis nme to be
typed in initial caps.

CLASSIFICATION: CONFIDENTIAL

WVhich ones of the following carbon copies are needed for this problem?

COURTESY COPY: Send to addressee; use white Letterex,
INPORMATION COPY: Send to interested CIA official; use vhite Letterex.
SIGRER'S COPY: Prepare when dictator is not signer; use white
Letterex, ,
OFFICIAL COPY: Prepars for Subject-Humeric file; use yellow
letterex.
DISTRIEUTION: Under the Distribution, the typist records the mumber of coples

made and accounts for the dissemination of all the typed materiasl.

TDERTIPYING LINE: The idemtifying line ALWAYS refers to the dictator: It shows
the echelon at wvhich he works, his nmme, his typist‘'s initlals, his extemsion,
and the Aate he dictated the material.

ARIEEOTRAS e R Ak S Ol e
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left and

Right Margins

ntl leaBt ons
{nch

3 spaces {Opit the date vhenewsr the

ietmator ‘m vot the signer.

g

)

*_ﬂ—m WL K SE e

MEMORANIXM FOR: Type the Addressee’s Title Nere
in Initial Cape

SUBRTRCT: Type the Sudject Title Here
in Initial Cape

L spaces

‘e Plain bond is required for mamorandums addraessed Lo
the seven top officials and for multiple addressee memorandums.
When prepering memorandums going to the seven top officials,
alvays meke a courtesy copy. GUenerally, a courtesy copy is
typed for all corresponisnce on plain bond statiopery.

2. An ATTENTION line or a THROUGH line is used in the hesd.
ing if your dictator tells you to use either of them. The
ATTINTION addiresses does mot get & carbon copy of the correspon-
dence, but the THROUGH sddressee does get a copy. This copy is
prepared on white Letterex., When ussd, the woré ATTENTION or
THROUGH sppears in ALL CAPS, even with the left margin, and two
spaces belov MEMORAEDUM YOR.

3. Ask if the title of the recipient of an information
copy mey be typed on the original.

4, The Distribution and the Identifying Line shall not
appear on those copies sddressed to the seven top officiels
or to information addressees. ‘

5 spaces

{50) Signer's Hame in Initial Caps
Signer's Title Centered in Initial Capas

ce: Title of Information Addressee
typed bere

TV IR USE oY
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PROBLEM II1

Before typing, mmtbmansmmwtorum.
MEMORANDUM FOR: Deputy Director for Support

SUBJECTS Extension of Military Officers’ Normal
Tour of Duty

1. The Central Intelligence Agency has entered into an
wmﬂthmunnm&mtmotmrmtom
effect that three years vill be considered a normal tour of
duty for military persommel assigned to this Agency. A copy
of the agresment is enclosed.

2. WMMMMM&&:WW:W
thruycarsviuufmtothMotMsml
through the Mobilization and Military Personnel Division.

FOIAb3b

DICTATOR: Chief, Placement Division,
Offioce sonnel, ext. 6603

FOIAb3b _tcmmtonndminfmtimcopyto
the Director of Security; you may show this cupy on
the origimal. In addition, you ars to prepare the
official and the chronological file copies. Uss
mcnmmrwtbcmlosiuleew.

SIORER: Emmett D. Echols, Director of Persomnsl
CLASSIFICATION: COMFIDENTIAL

menwm:mmmu-mmrwm-mhm

COURTESY COPY: Send to addressee; uss vhits Letterex.

IHFORMATION COPY:Send to interested CIA official; use
vhits latterex.

SIGRER’S COPY: Prepare vimen dictator is not signer;
use vhite Lattarex.

OFFICIAL COPY: Prepare for Subject-Bumeric file; use
yellow letterex.

CAUTION: Do not type the distribution and identifying line on the
origiml or on the courtesy and information copiss.
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~ PROBLEM IV
Before typing, adjust the marging on your typsuriler as meaded.
MEMORARDUM FOR: Dopuly Pirector for Intelligence
SUBIECT: Special Assigmesnt far Three Professionsal
Exployees

This ia to coufirm the status of the three professionbal
cmplayees who just entered on duty in this office. Mark Ros
and Jane Dos can be gssigned immediately. Joln Brown is now
abtiending a special telephone techniques course. He will be
available the first of next week far assigmment.

DICTATOR: Emett D. Echols, Director of Personnel. His
extension is 6825.

. Echols instructs you to prepare an official
COpY «

SIGNRER: Robert L. Banperman, Deputy Director for Support
CLASSIFICATION: CONFIDENTIAL

Which of the following carbom copiss are needsd for this problem?

COURTESY COPY: Senl to addressee; use vhite ILstterex.
IRFORMATION COPY: Eend to interested CIA officisl; use
white Latterex,
SIOBER'S COPY: Prepere vhen dictator is not signer;
‘ use vhite ILstterex.
OFFICIAL COPY: Prepare for Subject-Numeric file; use
yellow latterex.

CAUTION: Do not type the distribution and identifying lins on the
original or on the courtesy and infarmation copies.
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